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[bookmark: _Toc227611875]1. Introduction
This assignment examines the importance of effective communication when working with a service user and their family, using the case study of Mr Ahmed, a 68‑year‑old man recovering from a stroke. It focuses on how health and social care professionals can communicate in a way that is inclusive, person‑centred, and responsive to individual needs. The discussion will explore how the core principles of the Equality Act 2010, such as eliminating discrimination and advancing equality of opportunity, shape communication practices in diverse care settings. In addition, the assignment will apply a recognised communication model to demonstrate how structured approaches can support understanding, dignity, and shared decision‑making. Given Mr Ahmed’s language needs, cultural background, and post‑stroke communication difficulties, the assignment highlights why adapting communication methods is essential for promoting safety, involvement, and high‑quality care (Bach and Grant 2015; Thompson 2018). By analysing these elements, the introduction sets the foundation for understanding how legal frameworks and communication theory work together to ensure equitable and compassionate care for individuals with complex health needs.
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2. Importance of effective communication

Effective communication is a fundamental component of high‑quality health and social care, as it ensures that service users are fully involved in decisions about their care, understand the support they receive, and feel respected throughout the process. For individuals like Mr Ahmed, who has both language barriers and communication difficulties following a stroke, clear and adapted communication is essential for promoting safety, dignity, and wellbeing. According to Bach and Grant (2015), effective communication builds trust, reduces anxiety, and strengthens the relationship between professionals, service users, and families. This is particularly important when multiple agencies are involved, as in Mr Ahmed’s case, where coordinated communication helps prevent errors such as missed visits or medication delays.
Good communication also supports person‑centred care, ensuring that the service user’s preferences, cultural background, and individual needs are recognised and respected. Thompson (2018) emphasises that communication is not simply the exchange of information but a process that enables understanding, shared decision‑making, and empowerment. For Mr Ahmed, adapting communication methods—such as using simple language, visual aids, or interpreters—helps ensure he can express his wishes rather than relying solely on his wife to speak on his behalf. This promotes autonomy and aligns with the principles of the Equality Act 2010, which requires services to remove barriers and make reasonable adjustments for individuals with disabilities or language needs.
Effective communication is also vital for ensuring safety and continuity of care. The missed home visit and delayed medication in Mr Ahmed’s case highlight how communication failures can lead to significant risks. Clear, timely communication between the care agency, district nurse, GP, and family helps prevent misunderstandings and ensures that concerns are escalated appropriately. Silverman, Kurtz and Draper (2013) argue that structured communication reduces errors and improves clinical outcomes, especially for vulnerable individuals with complex needs.
Furthermore, effective communication supports cultural competence, which is essential when working with diverse communities. Understanding Mr Ahmed’s cultural background and first language helps professionals tailor their approach, fostering trust and reducing the likelihood of miscommunication. This aligns with the NHS Accessible Information Standard (NHS England, 2019), which requires services to meet the communication needs of people with disabilities or language barriers.
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3. Importance of good administrative skills 
Good administrative skills are essential in health and social care because they ensure that services are organised, safe, and delivered in a timely and coordinated manner. Effective administration supports the smooth running of care provision by enabling accurate record‑keeping, clear communication between professionals, and efficient management of appointments, documentation, and care plans. According to Curtis and Nicholl (2017), strong administrative processes reduce errors, improve service quality, and support accountability across multidisciplinary teams.
In the context of Mr Ahmed’s care, good administrative skills are vital for coordinating the involvement of multiple professionals, including the domiciliary care agency, district nurse, GP, and speech and language therapist. Accurate scheduling, clear documentation, and timely reporting help ensure that each professional understands their responsibilities and that care is delivered consistently. Poor administration—such as missed visits or incomplete records—can lead to serious consequences, including medication errors, delays in treatment, and increased risk to the service user. The missed home visit in Mr Ahmed’s case highlights how administrative failures can compromise safety and wellbeing.
Administrative skills also support effective communication, as accurate records allow professionals to share information clearly and consistently. Thompson (2018) emphasises that well‑maintained documentation ensures continuity of care, especially when multiple staff members are involved. For individuals with communication difficulties, such as Mr Ahmed, reliable administrative systems ensure that important information—such as language needs, risk assessments, and care preferences—is accessible to all staff, reducing the likelihood of misunderstandings.
Furthermore, good administrative practice is essential for meeting legal and regulatory requirements. The Care Quality Commission (CQC) stresses that providers must maintain accurate, up‑to‑date records to demonstrate compliance with standards of safety, effectiveness, and person‑centred care (CQC, 2021). Effective administration also supports equality by ensuring that reasonable adjustments—such as interpreter bookings or communication aids—are recorded and consistently implemented.
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4. Importance of working collaboratively

Working collaboratively is essential in health and social care because it ensures that service users receive coordinated, safe, and holistic support from all professionals involved in their care. Collaborative practice brings together the knowledge, skills, and perspectives of different disciplines, enabling more accurate assessments, shared decision‑making, and consistent care delivery. According to Glasby and Dickinson (2014), effective collaboration improves outcomes by reducing duplication, preventing gaps in care, and ensuring that interventions are timely and appropriate.
In Mr Ahmed’s case, collaboration between the domiciliary care team, district nurse, GP, and speech and language therapist is crucial for managing his complex needs following a stroke. Each professional contributes different expertise: the care workers support daily living, the district nurse monitors clinical needs, the GP oversees medical treatment, and the speech and language therapist addresses communication and swallowing difficulties. When these professionals work together, they can share information, identify risks early, and coordinate interventions that support Mr Ahmed’s recovery and independence.
Collaborative working also enhances communication, which is vital for preventing errors such as the missed home visit that resulted in delayed medication. When teams communicate effectively—through shared records, handovers, and regular updates—they reduce the likelihood of misunderstandings and ensure continuity of care. The Care Quality Commission (2021) highlights that strong teamwork and information‑sharing are key indicators of safe and effective services.
Furthermore, collaborative practice supports person‑centred care, as it ensures that the service user’s needs, preferences, and cultural background are understood by all professionals involved. For Mr Ahmed, whose first language is Bengali and who experiences communication difficulties, a collaborative approach ensures that reasonable adjustments—such as interpreter support or adapted communication methods—are consistently applied across services. This aligns with the principles of the Equality Act 2010, which requires organisations to work together to remove barriers and promote equal access to care.
Working collaboratively also benefits families. Involving Mr Ahmed’s wife in discussions helps ensure that she feels informed, supported, and able to contribute to decision‑making. As Carpenter et al. (2018) note, collaboration with families strengthens trust and improves adherence to care plans, particularly for individuals with long‑term conditions.
Overall, collaborative working is fundamental to delivering safe, coordinated, and person‑centred care. It ensures that individuals like Mr Ahmed receive comprehensive support that reflects their medical, emotional, and cultural needs.
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This assignment has demonstrated the importance of effective communication, good administrative skills, and collaborative working in delivering safe and person‑centred care for individuals such as Mr Ahmed. Drawing on core reading, teaching materials, and key legislation, it highlighted how the Equality Act 2010 underpins inclusive communication by requiring reasonable adjustments for language needs and disability. The use of a structured communication model further illustrated how professionals can support understanding, dignity, and involvement in care. The discussion also emphasised that strong administrative skills are essential for accurate record‑keeping, preventing errors, and ensuring continuity of care. Finally, the assignment showed that collaborative working across multidisciplinary teams enhances safety, promotes shared decision‑making, and ensures holistic support for service users and their families. Together, these elements form the foundation of high‑quality practice in health and social care and are essential for meeting professional, ethical, and legal responsibilities.
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